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0 JI0JIKHOCTHOH MHCTPYKIHH PAaGOTHUKOB
MBJIOY «J/lerckuii caa Ne 143 KOMOMHHPOBAHHOIO BHA2»
Coserckoro paiiona r. Kazanu

1. OGmue 110J10KEHHSsI.

1.1 Hacrosiee ITonoxkenue o JA0KHOCTHOW MHCTPYKUMKM paGoTHukoB ([lase:
TMonoxenue) MBJIOY «Jlerckuii can Ne 143 KOMOMHHPOBAHHOIO BHAa» (aanel
MBJIOY) paszpaboraHo B 1EJSIX peryjMpoBaHHs B3aMMOOTHOILIECHUN MEWT]
paboTHUKOM U paboToaTelieM B JIMLE sapeytoueit MBJIOV.

1.2. Hacrosiee Ilonosxkenune onpesesisieT OCHOBHBIE TpeOOBaHHs K CTPYKTYPE 1
COJIEepPIKAHHIO JIOJDKHOCTHOM MHCTPYKILMK PAOOTHHKOB MBJ1I0VY, a Take K Ipoueayp
pa3paGoOTKH JIOJDKHOCTHBIX MHCTPYKLMH, TOPSJKY WX TNPHHATHA, YTBEPHACHHS
BHECEHUsSI B HUX JIOTOJIHEHHI ¥ U3MEHEHHH. .

2. IMousTHS JA0JKHOCTHOH HHCTPYKUHH.

2.1. JloiokHocTHas uHcerpykuusi pabornuka MBJIOY (nanee - JlomKHOCTHA
MHCTPYKIIMS) - OCHOBAHHBIH Ha HOPMAaxX 3aKOHOAATCNILCTBA, odpuIMAaTBHBII TPaBoBoO|
JIOKYMEHT, perjlaMeHTHPYIOIMH OpraHn3alliOHHO - TPaBOBOE ITOJIOXKEHNE paboTHHK
MBJIOY, ero o0si3aHHOCTH, IpaBa, OTBETCTBEHHOCTD, obecrieunBaroOLIMi yCI08H
JUlsl ero OOBEKTUBHOW paGoThl MPH  OCYLIECTBICHUM UM TPYJAOBOH JEATEILHOCT
COIJIACHO 3aHUMaeMOM JIOJIKHOCTH.

2.2. JIOJDKHOCTHAs MHCTPYKLMS SIBJISAETCS HOPMATHBHBIM JIOKAJIBHBIM aKTO!
MBJIOY, periiaMeHTHPYIOLIMM OTHOILIEHHs B pamMKax MBJIOY, cojaepxamiH
o61e06pazoBaTesbHble IPABUIIa MOBEASHHS Il BCEX WIIM HEKOTOPBIX YyHAaCTHHEG
00pasoBaTeIbHbIX OTHOLICHHH, PACCUMTAHHBIM HA HEOJAHOKPATHOC MPHMEHEH
yTBEepIK/IEHHBIMJIPUKA30M 3aBe/1ylomieH MBJI0OV.

2.3. JIOMKHOCTHAsE MHCTPYKLIMS COCTABJISICTCS 110 KaK10H LLITATHOM JOTKHOCT
MBJIOY u oGbsiBisieTcsi paGOTHHKY M0l POCHKCH MNPH 3aKIIOYCHHH TPYAOBOL
JIOrOBOpa, a TAKKe JIpU IepeMelleHHy Ha JAPYryio JOJDKHOCTb M MpH BPEMEHHO
UCITOJIHEHUM OOSI3aHHOCTEH 110 JIOJIKHOCTH.

2.4, JIOJPKHOCTHAs — MHCTPYKIHMs — pa3pabareiBaeTCs HCXOAs M3 3aaas
hyHKuni, BO3JIOKEHHBIX HA KOHKPETHOr0 pabOTHHMKA , B COOTBETCTBUM CO IUTATHE!
pacnucanuenm, IIpaBuiamu BHYTPEHHEro TPYJIOBOro pacropsijika MBJIOY,
cobmonennem Konctutyuun —Poccuiickoit  ®@enepaunu, TpyroBoro — Koaess
Poccuiickoit dejiepaliii U HHBIX HOPMAaTUBHO-TIPABOBLIX aKTOB.

2.5. OcuoBoil s pa3paGOTKW JOJKHOCTHBIX ~MHCTPYKIHMH  SIBJSIOT
«KBajin(UKAIMOHHBIE XAPAKTEPUCTUKU  JIOJDKHOCTEH paGoOTHUKOB 00pa3oBaHi



Ennnoro kBanmm@uKanmMoOHHOTO CIPAaBOYHUKA JIOJDKHOCTEH PYKOBOIMTEIEH,
CHEUUATNCTOB M CHYXallUX MO0 mnpodeccusiM pabdouux, KOTOPbIE YTBEPKICHbI
dbeneparTbHBIM OPTraHOM HCIIOTHUTENBHON BJIACTU, W MPO(ECCHOHATBHBIN CTaHIAPT,
YTBEPKICHHBIA TPUKa30M MUHHUCTEpPCTBA Tpyla U COLMAIBbHOM 3amuTbl PD ot
18.10.2013r. No544 «OO6 ytBepxkaenun mupodeccuonansHoro cranpapra «llemaror
(memaroruueckast JEATENBHOCTh B cQepe JOIIKOJBHOTO, HayadbHOrO OOIIEro,
OCHOBHOT'O OOIIIETO, CPeHEr0 0011Iero 00pa3oBaHus) (BOCIUTATEb, YUUTEIb).

3. TpeOoBaHus, npeabsiBiIsieMble K CTPYKTYpPe U COIEPKAHUIO JOIKHOCTHOM
UHCTPYKUMH.
3.1. JIomKHOCTHAS MHCTPYKIUSL COCTOUT U3 CIAEAYIOIIUX Pa3/IesioB:
- O01IME OJIOKEHUS
- JJoJKHOCTHBIE 00SI3aHHOCTH.
- [IpaBa.
- OTBETCTBEHHOCTb.
- Bzaumoornomenusa. CBsI3HU 110 JOJKHOCTH.
3.2. B pazgene «OO01111€ MOT0KEHUS»:
- ycTaHaBiuBaeTcs cepa AesATeIbHOCTU JAHHOTO CHEIUaINCTa;
- yCTaHaABIUBAETCS MOPSAOK €r0 Ha3HAYEHUSI U OCBOOOXKICHHS OT 3aHUMAEMOM
JIOJKHOCTH,
- YCTaHABJIMBAETCS 3aMEIICHUE IO TOKHOCTH BO BPEMSI OTCYTCTBHS;
- ONIpeneNstoTCes KBaNu(UKAIMOHHBIE TpeOoBaHUs (TpeOOBaHMs, MPEAbIBISEMbIE K
00pa30BaHUIO U CTAXKy PaOOTHI), MOJYMHEHHOCTD CHEIUANINCTA U JOJKHOCTHBIE JIUIIA,
KOTOPBIMHU OH PYKOBO/IUT;
- TIEPEUYUCIISIOTCS IPABOBBIE AKThl U HOPMATHUBHBIE IOKYMEHTBI, KOTOPBIMU JOJKEH
PYKOBOJICTBOBAThCSA CIEIIUATIUCT B CBOCH JI€SITEIILHOCTH.

B pasmen Moryr ObITh BKJIIOUEHBI JApYrHMe TPeOOBAaHUS M  IOJIOKEHMUS,
KOHKPETHU3UPYIOIINE U YTOUHSIOIIUE CTaTyC JOJDKHOCTHOTO JIMIIA W YCIIOBUSI €ro
NEATEeIIBHOCTH.

3.3. Pazmen «JlomKHOCTHBIE OOSI3aHHOCTH» COACPXKUT TMEPEYCHh OCHOBHBIX
GYHKIUI TOJDKHOCTHOTO JIUIA, a TAKXKE YKAa3bIBAIOTCS 00SI3aHHOCTH JIOJDKHOCTHOTO JIUIIA,
BO3JIaraeMbic Ha HETO, yKa3bIBaeTCs (popMa ero ydacTusi B YIPABJICHYCCKOM IPOIECCEe
(PyKOBOJUT, yTBEPkKAAET, 00CCIIEYNBALT, MOATOTABIUBAET, PACCMATPUBAET, UCIIOTHSIET,
KOHTPOJIUPYET, COTJIACOBBIBACT, MPEACTABIISCT, KYPUPYET U T.1I.)

3.4. Paznen «IIpaBay conepkuT nepeueHb mpas, MPe0CTaBISIEMbIX
CHEIUATHCTY JUIsl BBITIOJTHEHUS BO3JIOKEHHBIX HA HETO (PYHKITUH U 00S3aHHOCTEH.

3.5. B pasznene «OTBETCTBEHHOCTh)» YCTaHABIMBAIOTCS BUbl OTBETCTBEHHOCTH
3a HECBOEBPEMEHHOE M HEKAUYE€CTBEHHOE BBINMOJHEHHUE CHEIUATHUCTOM JOJDKHOCTHBIX
00s13aHHOCTEH M HEUCITOIb30BaHUE MIPEAOCTABICHHBIX €MY IPaB.

3.6. Paznen «B3aumooTHoIeHus1. CBS3M MO AOJKHOCTHY» COJIEPKUT MEPEUCHB
JOJDKHOCTHBIX JIUII, C KOTOPHIMU CIEITUAIKICT BCTYIAET B CIY>KEOHBIC



B3aMMOOTHOIIICHUSI M oOecreunBaeTcss HHGOpPMAIUEH, YKa3bIBAIOTCS CPOKH
MOJIy4eHUsI U TpeocTaBieHus] nHGOPMAIIUU, OMPEaeIIeTCs MOPSIOK MOUCAHUS,
COIIAaCOBAHMS U YTBEPKAECHHUS JOKYMEHTOB.

3.7. O6s3aTeIbHBIMU PEKBU3UTAMU J[0OJDKHOCTHON MHCTPYKIIUU SIBJISIFOTCS:

- nojiHoe HauMeHoBanue MBJ1OY;

- 3aT'0JIOBOK K TEKCTY;

- BU3bI COTJIACOBAaHUS;

- TIOAUCH, TP YTBEPKIACHUS.

4. Ilopsaok pa3padoTKH, COTJIACOBAHUSA, YTBEPK/AeHHUs U BBeIeHHUS B
AeficTBUE JOJKHOCTHONW HHCTPYKUMH.

4.1. JlomkHOCTHasT WMHCTPYKUUsA paszpabarbiBaeTcs 3aBeaytouieit MBJIOY
aubo JMIOM, YMNOJHOMOYEHHbIM 3aBenyiomei MBJIOY. B cinywae ecnu
JIOMKHOCTHAsT ~ WHCTPYKIMS  pa3pabaThIBaeTCs  JIMIIOM,  YIIOJTHOMOYEHHBIM
3aBeayromeid MBJIOY, To oHa nmoanuceiBaeTcst pa3pabOTUUKOM.

4.2. JloibKHOCTHasi HWHCTPYKIUS TOCJIE€  pa3pabOTKU TepedaeTcss B
MPO(COIO3HBIN KOMUTET NMEPBUYHON MPOPCOIO3HON OpraHU3aALNH, TPEICTABISIONIHIMA
uHTEepechl OobiuHCTBA padoTHkoB MBJIOY (manee - mpodcoro3HbI KOMUTET).
[Ipodcoro3Hplii KOMHUTET B CPOK HE TMO3JHEE JeCATH paboyumx JHEW co JHSA
oay4eHus: JJ0KHOCTHOM MHCTPYKIIMU OCYIIECTBIISIET COIVIacOBaHue JlOMKHOCTHOM
MHCTpYKIMU. B ciiydae ecnu mnpo()Coro3HBIA KOMHUTET HE COTJIACEH C TEKCTOM
JIOMKHOCTHOW ~~ WHCTPYKIIMM  JIMOO  BHOCHUT  MPEMJIOKEHUS  TIO0 ero
COBEpUIEHCTBOBaHUIO, TO 3aBenytoumeid MB/IOY HanpaBisieTcs MOTHUBUPOBAHHOE
MHeHue. 3aeayromas MBJIOY Moxer corflacuthbesi ¢ HUM JUOO0 00s513aH, B T€UCHUE
IATH  JHEW  T[OCJI€  MOJYYECHUS  MOTHUBUPOBAHHOIO  MHEHMS, IPOBECTHU
JIOTIOJTHUTENIbHBIE KOHCYJBTAUK C TIPO(COIO3HBIM KOMUTETOM B TESAX JOCTHKECHUS
B3aUMOMPUEMIIEMOTO PELLICHMUSI.

[Ipu HE MOOCTMXKEHHHM COTJIaCHUsS BO3HHKIINE pasHoriacus o(opMIsitoTCs
IPOTOKOJIOM, mociie d4ero 3asenywomas MBJIOY wumMeer mnpaBo yTBEpAuTH
JIOMKHOCTHYO MHCTPYKIHIO.

5. Y1Bep:kaenue [[0/1:KHOCTHOH MHCTPYKIIUH

5.1. 3aBenyromuii MB/IOY yrBepxkaaer [J0MKHOCTHYIO MHCTPYKLIHIO ITyTEM
U3JIaHNs COOTBETCTBYIOLIETO IIPUKA3a.

5.2. B pukase B 0053aT€IbHOM TOPSJIKE YKAa3bIBAIOTCS:

- n1ara BBeaeHus JlOJDKHOCTHOM MHCTPYKIUU B JEUCTBUE;

- yKa3zaHue 00 03HaKOMJIEHUU paOOTHHUKOB C JIOMKHOCTHOW MHCTPYKIUEH U
CPOKH JIJISl 3TOTO;

- pamMmunaMM W JODKHOCTH  JIMI[, OTBETCTBEHHBIX 3a  COOJIIOJICHUE
JIOMKHOCTHOU UHCTPYKLIUY;

- UHBIE YCJIOBHUSI.

5.3. VYTBepxkiaeHHble J{OMKHOCTHBIE MHCTPYKLMHU MOJJIEXKAT 00sS3aTeIbHON
perucTpaldd B COOTBETCTBUM C TpeOoBaHUsIMH JAenornpousBoactBa B MBJIOVY ¢
IPUCBOCHUEM UM TMOPSAIKOBOIO HOMEPA.



6. O3HakomJieHHe PA0OTHUKOB ¢ J[0JIKHOCTHOW MHCTPYKUMEH

6.1.03nakomnienue pabotnuka MBJIOY ¢ JIomKHOCTHOW HMHCTPYKIMEH B
00s3aTEIbHOM MOPSJIKE OCYILECTBIIIETCS MPHU MOCTYIUIEHHH Ha pabdory B MBJIOV.
O3nakomiieHHe ocymecTBisieT 3aBenyrommuid MBJIOY. Ilocne o3HakomieHUA
pabOTHUK TpocTaBisgeT Ha J{OJKHOCTHOW MHCTPYKIIMH O3HAKOMUTEIBHYIO BU3Y - C
MHCTPYKIIMEN O3HAKOMIIEH, 1aTa, IIOIINCH.

6.2. Oznakomnenue padotHuka MBJIOY c JlomKHOCTHOW WHCTPYKIUEH B
00s3aTeIbHOM TIOPSJKE OCYIIECTBIISIETCS MpPHU TEpeBoje padOTHUKAa HA JAPYTYIO
JIOJDKHOCTh WJIM BPEMEHHOM TIEpeBOJie Ha Jipyryio pabory. O3HakomieHUE
ocyuiectriseT 3aBeayommii MB/IOVY. [locne o3HakoMIieHUs: paOOTHHUK MPOCTABIISIET
Ha JIOJDKHOCTHOM MHCTPYKLIHMHM O3HAKOMMTENBHYK) BH3Y - € HHCTPYKLUEH
03HAKOMJIEH, JaTa, NOIHKCH.

6.3. TpebOoBanusi, ycTaHOBI€HHbIE B JIOKHOCTHOM  MHCTPYKIUH,
JNEUCTBUTEIBHBI C TOTO MOMEHTA, KOTJJa pa0OTHHUK OBLI C HEW O3HAKOMJIIEH.

6.4. B cnyuae ecnu pabotHuk MBJIOY oTka3piBaeTcs pacmnucatbes B
O3HAKOMJICHUM WA TOJy4YeHHH JIOJDKHOCTHOM WHCTPYKUWH, JaHHBIA OTKAa3
(ukcupyercss IyT€M COCTaBJIEHHUS aKTa B MPUCYTCTBUM HE3aUMHTEPECOBAHHBIX
ceugereneil. B akrte Ttakxke Qukcupyercss (akT O3HAKOMIIEHHS pabOTHHKA C
comepxkanueM JloIpKHOCTHOW MHCTpyKuMu B uHOM (opme (omxHOocTHAs
MHCTPYKIIUS 3aUUThIBAeTCS BCIIyX 3aBeayronieit MbBJIOVY).

6.5. Jlns Tekymeid paOOThl € MOUIMHHUKA JOJKHOCTHOM WHCTPYKLHU
CHUMAIOT 3aBEPEHHYI0 KOINHMI0, KOTOPYI0 BblgaloT padbotHuky MBJIOVY,
paboTaroniemMy B JaHHOM JOJKHOCTH.

7. BHeceHue n3mMeHeHuii B J[0JIZKHOCTHYI0 MHCTPYKIIUIO

7.1. BHecenue n3meHeHnid B [J[0JDKHOCTHYIO HHCTPYKLMIO OCYIIECTBIISIETCS B
CIEAYIOLIUX CIIyYasx:

7.1.1. B CBSI3U C U3MEHEHHEM O00s3aTEIBHBIX YCIOBUM TPYJIOBOTO JOTOBOpA.
VYka3zaHHas mpoueaypa MNpPOBOJUTCS B COOTBETCTBUU C TpeOoBaHUsAMHU TpyaoBoro
kojnekca P® (paboTHUK J0DKeH OBITh HE TO3[HEe, 4YeM 3a 2 Mecsa o
IPEANOJIaraéMOro  U3MEHEHUs IHMCbMEHHO yBenoMmieH. Ilocine  mosydyeHus
paOOTHUKOM COIJIAIIEHUS HA TMPOJOLKEHHE TPYAOBBIX OTHOIICHHWM, BHOCSTCS
U3MeHEHUS B J[OJDKHOCTHYIO HHCTPYKIUIO).

7.1.2. mpu U3MEHEHHH OpPraHU3allMOHHBIX YCIOBHU Tpyna, 0€3 M3MEHEHHs
TPYJIOBOM (PYHKITUU pabOTHHUKA.

7.2. 3aseayromass MBJIOY wunu nuio, ynoJHOMOYEHHOE WM, COCTaBIISIET
JIOJDKHOCTHYIO MHCTPYKLMIO B HOBOM pENAaKUMU, KOTOpas COIVIAaCOBBIBACTCA W
YTBEPKJIAETCA B COOTBETCTBUU C TPEOOBAHUSIMH, YCTAHOBIEHHBIMU pa3jenaMu 4 u 5
Hactosiiero Ilonoxxenus. O3HakomieHre pabOTHHUKA C J{OJKHOCTHOM MHCTpYKIMEH
OCYILIECTBIISIETCS B COOTBETCTBUU C TPEOOBAaHUSMH, YCTAaHOBJICHHBIMHU pa3iesioM 6
Hacroswmero Ilonoxenus.

8. XpaHnenue J{0JI2KHOCTHBIX HHCTPYKIIUIA
8.1. CormacoBaHHyI0 W YTBEPKICHHYIO JOJDKHOCTHYIO HHCTPYKLMIO HYMEPYIOT,
IIHYPYIOT, 3aBEPSIOT MEUaThi0 YUPEKICHUS U XpaHAT B KaOWHETE 3aBEIYIOIIEro B
COOTBETCTBUM C YCTAaHOBJIEHHBbIM MOpsSAKOM. Cpok XpaHEHUs JOJIKHOCTHOU
MHCTPYKIMU TIOCJIE€ 3aMEHbl HOBOM IMMOCTOSIHHO.






